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fax|Agency

1

Cepartment of Public Safety
and Correctional Services

Division/Unit

Division of Pretrial
Detention and Services

‘Description

Retention

TRAINING (EMPLOYEE) AREA

INDIVIDUAL EMPLOYEE TRAINING RECORDS:

These chronological records include all
information related to the training received
by any Division of Pretrial Detention and
Services employee throughout his/her tenure
of employment with the Division of Pretrial
Detention and Services. -

A record on every Division of Pretrial
Detention and Services emplioyee, containing
some or all of the following information,
will be maintained and/or monitored by the
Institutional Training Manager (ITM) position

“at the institution level and by the Director

Staff Development and Training position at Hd

These records are confidential in nature, and
are considered as being an extension of %the

employee's personnel file.

A. TRAINING VERIFICATION LQOG FORMS

o

s

- employee's personne

Retain and maintain
for current employeﬂs.
Forward to respectifye
IT™™ upon employee

transfer. Forward t
personnel departmen]
for inclusion in thﬁ

file upon terminatidgn

of Division of Fretfial
Cetention and Servides.
Employment.

Agency,

Schedule Approved by Department,

or Division Representative.,

Schedule Authorized by State Archivist

Dat9§/3/fy ,\' -
/7 |

A

Date rik 1, 1994
Signatuui%%_ﬁ,_,é_&gnatum
djr‘yped Narfe__Padl Brown .

Plitle Director of -Support Services

\

Figure 3

—
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Agency

Department of Public 3afety -

Diviston/Unit

Division of Pretrial

-{2) Orientation Program Test Answer
Sheets.
Pre-Service Firearms Pre-test,

(3)
- post-test and firearms score

‘sheet information.

(4) Academy Completion Verification
Forms.

DGS 550-TA

Figure 3A

and Correctional Services . . Detention and Services
ltem’ Description Retention
No.
B, PRE-SERVICE TRAINING RECORDS
(1) Signed statements that employees Do not retain in
have received a copy of handbook the training
and prescribed orientation DCR's. record. Immediately

forward for
inclusion in the
amployee's
personnel file,

Retain for current
emp loyees,

Forward to
respective 1ITM
upon employae
transfer. Forward
to Personnel Dept,
for inclusion in
employee's
personnel file
upon termination
of Div. of Fretrial
Detention and
Services
employment.

Retain one (1) copy
for current
employees in the
ITM's file.
the I™ file copy
upon employee
transfer. The
original will be
forwarded to the
personnel depart.
for inclusion in
the employee's
personne] records.

Forward!

]Rev.ﬂ@B)
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(Continuation Sheet) _

Agency Division/Unit

Department of Public Safety - Division of Pretrial

and Correctional Services . Detention and Services
ltem | Description Retention
No.

{(5) Personnel Transaction Forms Information will be
logged on training
verification forms,
then the transactioh
forms will be
destroyed.

C. IN-SERVICE TRAINING RECORDS
(1) Test Answer Sheets. Retain for current
(2) In-Service firéarms pre-test, emp loyees. Forward lto
- post-test and firearms score respective ITM upon
sheet information. employee transfer,
Forward to Personnew
Dept. for inc]usionpin
employee's personne
file upon terminatipn
of DFDE employment,
D. EMPLOYEE APPRENTICESHIP INFORMATION

Correctional Officers employed by the

Division of Pretrial Detention and

-Services have an opportunity to

participate in a recoanized apprentice-

ship program. Documentation of program

participation may include some or all of

of the following information.

(1) Apprenticeship Application Form Do not Retain in th

(2) Apprenticeship Form H training record.
Immediately forward
for inclusion in thy
employee's personne
file.

J
DGS 550-TA (Rev. 1/93)
Figure 3A .
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AGRISY¥rtment of Public safety
and Correctional Services

Divi

Qisk

igyngretria1

Detention and Services

tem-
No.

Description

Retention

Figure 3A

together in an orderly fashion.

TMOOm>»

(3) Apprenticeship Forms D, E,

PROGRAM FILES:

These files. contain information related

and F.

to a specific training proaram presented

to'emp}oyees. AT
to a specific program will be grouped
files may include some or all of the
following:

. Training Schedules
Rosters ‘
ian~in Sheets
Red Cross Report
Matter of Records
Master Set of 5ign-in Sheets

Sheets

INSTRUCTOR CERTIFICATION RECORDS

The records reflect the instructor
certification information for those
employees who provide training in the
institutions, These records will be
maintained in an orderly and chronol-
ogical manner, and may contain any

or a1l of the following information:

information relative

Frogram

A copy will be
retained in the ITM
files for current
emp loyees, Forwar
to respective ITM
upon emplovee
transfer. The
original forms will
be forwarded
immediately for
inclusion in the
emplovee's personne
file,

Retain far two (2)
years and until all
sudit requirements
have been fulfilled
then forward to Sta
Records Management
Center for an

additional 13 years
then destroy.

(1)

DGS?EUHI}Rew1EB)
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Agency

Department of Public safety "
and Correctional Services

Division/Unit

Division of Pretria)

Detenti ﬁa:p’{ AQ“““:A.ZS

tem
No.
AU
B.
C *
D L]
E.
F *
4,

Description

Retention

—

Letter requesting certification.
MFCTC~-18 Form
MPCTC~28 Form

MFCTC Instructor Evaluation Checklist
Certificates reflecting instructor

expertise in specialized asreas.
MPCTC~22 Form

TUITION REIMBURSEMENT RECORDS:

emplovees.
to respecti

Retain for current

upon employee
transfer. Forward
to Personnel Depart
for inclusion in

Forward
ve ITM

The record for employvees who participate ¥n

the tuition reimbursement program may include

any or all of the following information:

Career Development Plan(s)
M&-551 Request Forms

Forms
Forms.
Forms
Forms

employee's personne
file upon terminatig

n
of Division of Pretfi
@

Detention and Servide
employment.

Retain for current
employees. Forward
to réspective ITM
upom emplovee
transter. Forward
to Personnel Dept.
for inclusion in
employee's personne]

file upon terminatidh

of DFDS employment.
The Hg's. Training
Depart, maintains a
master file on all
current DFDS program
participants. Retain

each file for one (1&
n

year after terminati
of DFDS employment,
then destroy.

A,

&,

C. 085-1-Tg

D. 08-2-T6

E. 05-3-TG

F. 08-4-TG
DGS 550-1A (Rev. 1/93)

Figure 3A

Uy o

1
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Agency . B Division/Unit
Department -of Public Safety - Division of Pretrial
and Correctional Services . Detention and Services
ltem ' Description . Retention
No. ' '

G. Tuition Reimbursement Quarterly Reports A copy of the quartprly
report prepared by HQ
will be fTorwarded fjp
egch ITM. Retain fpr
three (3) years, thig
destroy.

5. OUT-SERVICE TRAINING VERIFICATION RECORDS:

In genersl, out-service trainiﬁg can be.

defined as training programs received by

employees off-site or.offered by externa]

agencies. Out-service training verification

can include any or 611 of +he following

information:

’ A. FProgram brochure Retain for current

B. M3-551 Form employees. Forward

C. Out-of-State Travel Request to Personnel Dept.

D. Schedule of Training - for inclusion in

"E. °y11abuq/aqendd' . employee's personne
tile upon terminati¢n
of DPFDS employment,

. The HR's Training D#part.
retains a master sel of
M3-551 Forms and Quf -of-
State Travel Requesis
for one (1) vear affer
the conclusian of the
fiscal year, then d#stro:
6. : STUDENT EVALUATION ‘FORMS:
COMAR requirements state that employees Retain for two (2)
participating in approved training years and until alil
programs must complete a student eval- audit requirements
uation form. . » have been fulfilled
C than destroy.
Ir

UGSTEUWK}Rew1EE)

Fi@re 3A ‘ ﬁ"? ;p.)‘
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No.

1612

? RECORDS RETENTION AND DISPOSAL SCHEDULE Page 7 of 7 FERY
(Continuation Sheet)
Agency Division/Unit
Department of Public Safety . Division of Pretrial
and Correctional Services Detention and Services
Item Description Retention
No. :
7. LESSON PLANS AND TRAINING COMMISSION APPROVAL| SHEETS:
These documents record the actual training Retain for five (5)
presented in the classroom as well as whether| years at the
or not the materials were submitted to the institution, then
Correctional Training Commission for approval)l send to State Records
' Center for fifteen (15)
years, then destroy
The H@'s Training
Depart., retains a s4t
of records for thre%
(3) years, then desfroy.
8. RESOURCE, MATERIALS: )
. \
‘ ‘ These materials inc¢lude magazines, c¢atalogs, Retain for three (3] ..
newsletters, etc. - years or until inform-
’ ation becomes outdaﬂéd}
then destroy.
9. MINUTES FROM TRAINING MEETINGS:
These documents transcribe the dct1v1t1e= at Retain for three (3
quarterly training meetings years, then destroy.
10, GENERAL CORRESFONDENCE:
Subject arrangement of original incoming .Screen annually and
letters, copies of outgoing letters, , destroy that materidl
memoranda, studies, reports, directives, no lonaer needed for
policies, and other materials re]a+ad to current business,
the administration of the agency. '
Directives, policiesd|,
and other material
relgted to the
planning and policy
that illustrate the
development of the
sgency retain
permanently for
eventual periodic
transfer to the Statle

Archives,

DGS £50-TA (Rev. 1793)

Figure 3A




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM.'FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

EPARTMENT/AGENCY

Department of Public Safety
and Correctional_ Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION
Division of Pretrial
Detention and Services

AGENCY RECORDS INVENTORY

5]

Page } of

|

3. UNIT
Baltimore City Detention
Center

DEFINITION - Records Series

- A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR
1991 o

Pre-Service Training Records
In-Service Training Records

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series

Individual Employee Training Records
Training Verification Log Forms

Employee Apprenticeship Informationn

. Include the purpose or function of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
K File Drawer(s)
& Letter Size o Microfilm % Alphabetical o Microfiim Reel (s)
O Computer Tape (s)
O Legal Size o Computer Tape O Numerical 14 g Other (Spectfy)
O Bound Book o Floppy Disk O Chronologicat Number
O Audio Tape O Video Tape a Geographical 10. ANNUAL ACCUMULATION
& File Drawer (s)
o Other (Specify) o Other (Specify) 0 Microfim Reel (s)
o Computer Tape(s)
O Other (Specify)
14
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Termination of Employment
X Daily o Weekly o Monthly o Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room! 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Trglnlng Off}ce O Yes ¥ o
Jail Industries Bldg.
15. ACCESS RESTRICTIONS (i yes, cite faw(s) & reguiation(s) 16. AUDIT REQUIREMENTS
o Yes & No O None % stae & Federal O Indspendent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

'DYBS

X No

18. RECOMMENDED RETENTION

upon employee transfer.

Retain for current employees. Forward to respective ITM
Forward to Personnel Dept. for
inclusion in employee's personnel file upon termination.

[A Eommunlcatlon/Fleet Coordinator

20. TELEPHONE NUMBER
410-637-1361

Richard A. Bradley

21. DATE

April 4, 1994

DGS 550-4 (Rewised 1/93)

Figure 1




SCHEDULE {DGS 550-1)

‘PARTMENTIAGENCY
Di

epartment of Public Safety
and Correctional Services

INSTRUCT}ONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

2. DIVISION
Division of Pretrial

Detention. and Qer'tvriﬁqe

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20784 Page __ & - of |

3. UNIT

Baltimore City Detention
Center

DEFINITION - Records Series - A group .of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

TRAINING

S. EARLIEST YEAR / LATETEST YEAR

1991 10

Program Files

employees.
in an orderly fashion.
A. Training Schedules
B. Rosters

C. Sign-in Sheets

D. Red Cross Report Sheets
E. Matter of Records

F. Master Set of Sign-in Sheets

6. RECORD SERIES DESCRIPTION {( Briefly describe the types of information/documentsfforms found in the Series. Include the purpose or function of the Senes)

These files contain information related to a specific training program presented to
All information relative to a specific program will be grouped together
Program files may include some or all the following:

7. RECORD SERIES FORMAT(S} 8. RECORD SERIES SEQUENCE 9. VOLUME
X File Drawer(s)
¥ Letter Size o Microfilm X Alphabetical o Microfilm Reel {s)
. O Computer Tape (s)
O Legal Size a Computer Tape o Numerical 14 a Other (Specify)
O Bound Book a Floppy Disk o Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
: X File Drawer (s)
O Other (Specify) O Other (Specify) 0 Microfilm Reel (s)
O Computer Tape(s)
O Other (Specify) ___
14
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Daiy O Weekly a Monthly 2 O Months) X Year(s)
Number

l 13. CURRENT LOCATION(S) (Bidg., Floor, Room)
' . .
Training Office

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)

- 1 o Yes X No
Jail Industries Bldg.
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes + X No o None K State O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

b O Yes g ¥ No

18. RECOMMENDED RETENTION 7,0 /4 (CETENS 10N (EEE 22 S 25 SEAeE

. Bradley
Communication/Fleet Coordinator

20. TELEPHONE NUMBER
410-627-1361

21. DATE

April 4, 1994

DGS 550-4 {Rewised 1/93) :

Figure 1

-




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

PARTMENT/AGENCY
Department of Public Safety
and Correctional Services

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD 3
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page

o __[O

2. DIVISION
Division of Pretrial
Detention and Services

3. UNIT

Baltimore City Detention Cent

DEFINITION - Records Serles - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR

1991 10

B. MPCTC-18 Form
C. MPCTC-29 Form

F. MPCTC-22 Form

6. RECORD SERIES DESCRIPTION { Briefly describe the types of in!orma!ion/dochmemslforms found in the Series.

Instructor Certification Records
The records reflect the instructor certification information for those employees who
provide‘ training in the institutions.
manner, and may contain any or all of the following information:
A. Letter requesting certification.

Include the purpose or function of the Seres)

These records will be maintained in an orderly

D. MPCTC Instructor Evaluation Checkllst
E. Certifications reflecting instructor expertise in specialized areas.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
& File Drawer(s)
Letter Size O Microfilm X Alphabetical O Microfilm Reel (s}
D Computer Tape (s)
O Legal Size 0 Computer Tape O Numerical O Other {Spectfy)
-1
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape D Video Tape G Geographical 10. ANNUAL ACCUMULATION
£ Fiie Drawer (s)
O Other (Specify) O Other (Specify) O Microfim Reel (s)
g Computer Tapa(s)
o Other {Specify}
41
Nuraber
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER Employee Transfer
g Daily o Weekiy X Monthly a  Month(s) a  Year(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

Training Office
Jail Industries Bldg.

14. IS RECORD SERIES DUPLICATED '\ SEWHERE?

¥ Yes Woodstock Academy G No

(If yes, specify agency or office)

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

<% No

a Yes

16. AUDIT REQUIREMENTS

O None X State . O Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain bnefly and
describe any hardware/software)

'D Yes : M No

18. RECOMMENDED RETENTION
Retain for current employees. Forward to respective ITM

upon employee transfer. Forward to Personnel Dept. for
inclusion in employee's personnel record upon termination.

"chard A\ Bradley

Comminicatian/Fleet (‘mrﬂ'l nator

20. TELEPHONE NUMBER 21. DATE

410-637-1361 April 4, 1994

DGS 5504 (Rewised 1/93)

Figure 1




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEOULE (DGS $50-1) 7275 WATERLOO ROAD
X P.O. BOX 275 - JESSUP, MARYLAND 20794 Page lj of ’ 0
EPARTMENT/AGENCY 2. DIVISION 3. UNIT ] )
Department of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for refsrance as well as retention and disposition purposes.
4. RECORD SERIES TITLE »

5. EARLIEST YEAR / LATETEST YEAR

- 1991
TRAINING :

6. RECORD SERIES DESCRIPTION ( 8riefly descrbe the types of information/documents/forms found in the Series. Include the purpose or function of the Senes)
Tuition Reimbursement Records '
The record for employees who participate in the tuition reimbursement program may
include any or all of the following information:

A. Career Development Plan(s)
B. MS-551 Request Forms

C. 0S-1-TG Forms

D. 0S-2-1G Forms

E. 0S-3-TG Forms

F. 0S-4-TG Forms

G. Tuition Reimbursement Quarterly Report

7. RECORD SERIES FORMAT(S) . 8. RECORD SERIES SEQUENCE 9. VOLUME
Xo File Drawer(s)
X Letter Size o Microfilm & Aiphabetical o Microfilm Reel (s)
. O Computer Tape (s)
O Legal Sze O Computer Tape - O Numerical o Other (Specify)
O Bound Book a Floppy Disk o0 Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
I File Drawer (s)
O Other {Specify) ____ O Other (Specify) O Microfilm Resi (s)
: o Computer Tape(s)
QO Other (Specify)
1
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER Employee Transfer
o Daily o Weekly ¥ Monthly ’ O Month(s) o Years)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Trglnlng Off}ce M Yes ! aining Dept. o No
Jail Industries Bldg. . )
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes X N o None ¥ state O Federal O Independent
17. IS AN INDEX SYSTEM USED? (if yes, expiain briefly and - | 18. RECOMMENDED RETENTION
describe any hardware/software) Retain each file for one (1) year after termlnatlon of
DPDS employment, then destroy.
. O Yes : X No
@%&@MQ 20. TELEPHONE NUMBER 21. DATE
ch radle A .
Communlcatlon/Fleet Coordlnator 410-637-1361 April 4, 1994
DGS 550-4 (Rewised 1/93)

Figure 1




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

Department of Public Safety
and Correctional Services

‘PARTMENTIAGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20734

2. DIVISION )
Division of Pretrial

Detention and Services

I

5 o_1J1©C

Page

3. UNIT -
Baltimore City Detention
Center

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as

weil as retention and disposition purposes.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR
1991 14

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. include the purpose or function of the Seres)
Out-Service Training Verification Records
In general, out-service training can be defined as training programs received by
employees off-site or offered by external agencies.

can include any or all of the following information:

A. Program brochure

B. MS-551 Form

C. Out-of-State Travel Request
D. Schedule of Training

E. Syllabus/agenda

Out-service training verification

describe any hardware/software)

e -
W

¥ No

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
% File Drawer(s)
Letter Size o Microfilm X Alphabetical O Microfiim Reel (s)
g Computer Tape (s)
O Legal Sze O Computer Tape O Numerical 1 O Cther {Specify)
O Bound Book O Floppy Disk 0 Chronological Number
O Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
o Other (Specify) a Other (Specify) O Microfilm Reel (s)
g Computer Tape(s)
G Other (Specify)
1
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily o Weekly ¥ Monthly 1 O Month(s) X Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specrfy agency or office)
.. £i ,
Trglnlng Of ice 5 Yes % No
Jail Industries Bldg.
15, ACCESS RESTRICTIONS (if yes, cite law(s) & regulation{s) 16. AUDIT REQUIREMENTS
O Yes <X No O None &£ State O Federal O Independent
17. IS AN INDEX SYSTEM USED? (f yes, explain briefly and 18. RECOMMENDED RETENTION

Retain for current employees.

retaigé for one (1) year. rpN 25770y

After employee leaves,

~4(N£igé¥gmqshé§égﬂﬁk~==
ichard A. Bradley

jcation/Fleet Coordinator

20. TELEPHONE NUMBER
410-637-1361

21. DATE
April 4, 1994

DGS 550-4 (Rewised 1/93)

Figure 1




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD (o
) P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of ' O
‘EPARTMENTIAGENCY . ) 2. DIVISION 3. UNIT
Department of Public Safety Division of Pretrlal Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally flied and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

1991 14
TRAINING

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of informatior/documents/forms found in the Series
Student Evaluation Forms

COMAR requirements state that employees participating in approved training programs
must complete a student evaluation form.

. Include the purpose or function of the Sernes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
& Fle Drawer(s)
K Letter Size O Microfilm O Alphabetical o Microfilm Reel (s)
‘ 0 Computer Tape (s)
D Legal Size O Computer Tape * O Numerica! O Other (Specity)
2 '
0 Bound Book O Floppy Disk X Chronological Number
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
O Other {Specily) Q Other (Specify) O Microfim Reel (s)
o Computer Tape(s)
O Other (Specify)
2
Nuraer
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
" Daly o Weekly O Monthly 2 g Month(s) ¥ Year(s)
) Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED i, SEWHERE? (If yes, specify agency or office)
Training Office , ¥
. . O Yes No
Jalil Industries Bldg. 4 -
15. ACCESS RESTRICTIONS (if yes. cite law(s) & regulation(s) | 16. AUDIT REQUIREMENTS
g Yes *X No o None - X State O Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain brefly and - | 18. RECOMMENDED RETENTION
describe any hardware/software) Retain for two (2) years and until all audit requlrements
' o Yes 5 No thave been fulfilled, then destroy.
..,.'Wm@guzh 20. TELEPHONE NUMBER 21. DATE
ichard A. Bradley 410-637-1361 Apri
-637- il 4, 19
Communication/Fleet Coordlnator br r 1994
0GS 5504 (Rewised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
_ P.O. BOX 275 - JESSUP, MARYLAND 20794 Page N4 of I 0
‘EPARTMENTIAGENCY 2. DIVISION - 3. UNIT
Department of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally flied and used iu 2 unit for referance as welil as retention and disposition purposes.

4. RECORD SERIES TITLE - §. EARLIEST YEAR / LATETEST YEAR

TRAINING 4 1991 T0_

6. RECORD SERIES DESCRIPTION ( Bnefly descrbe the types of information/documents/forms found in the Series. Include the purpose or function of the Senes)

Lesson Plans and Training Commission Approval Sheets
These documents record the actual training presented in the classroom as well as whether
or not the materials were submitted to the Correctional Training Commisssion for approval.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
% File Drawer(s)
Letter Size o Microfilm O Alphabetical o Microfilm Reet (s)
O Computer Tape (s)
O Legal Sze 0 Computer Tape - g Numerical o Qther (Specify)
1 -
O Bound Book a Floppy Disk X Chronalogical Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
G Other (Specify) ___ T Other (Specify) O Microfilm Reet (s)
. o Computer Tape(s)
O Other (Specifyj
1
Nurver
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daly o Weekly O Monthly >} O Month(s) Xo  Year(s)
: Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATE‘D tLSEWHERE? (If yes, specify agency or office)
Training Office
. . Xo Yes Woodstock Academy MPC G No
Jail Industries Bldg. S ® : - MPCTC
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes % No o None - & State . O Federal O Indecendent .
17. IS AN INDEX SYSTEM USED? (If yes, expiain bnefly and - | 18. RECOMMENDED RETENTION :
describe any hardware/software) Retain for five (5) years at the institution, then send to
o Yes , X No State Records Center for fifteen (15) years, then destroy.
20. TELEPHONE NUMBER 21. DATE
410-637-1361 : April 4, 1994

OGS 550-4 (Rewised 1/93)

Figure 1 i




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
_ P.O. BOX 275 - JESSUP. MARYLAND 20794 Page ¥ ot /0
‘EPARTMENTIAGENCY ) 2. DIVISION - 3. UNIT
Department of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center
DEFINITION - Records Series - A group of related records normally flied and used as 2 unit for reference as woll as retention and disposition purposes.
4. RECORD SERIES TITLE A : 5. EARLIEST YEAR / LATETEST YEAR
TRAINING . 191 10

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of informatiorvdocumentsforms found in the Series. Include the purpose or function of the Series)

Resource Materials
These materials include magazines, catalogs, newsletters, etc.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X File Drawer(s)
Letter Size a Microfim O Alphabetical . 0 Microfim Reel (s)
o Computer Tape (s)
o Legal Sze o Computer Tape - a Numerical 1 a Other (Specify) i
R Bound Book O Floppy Disk X6 Chronological Number
o Audio Tape O Video Tape o Geographical 10. ANNUAL ACCUMULATION
¥ File Drawer (s)
O Other (Specify) __~ a Other (Specify) o Microfilm Reel (s)
. ’ o Computer Tape(s)
. : a Other (Specifyj
. 1
Nutyver
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly B Weekly o Monthly 3 o Monthis) X Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg., Fioor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
Training Office a

Yes . X No

Jail Industries Bldg.

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

o Yes « X No & None . g State . O Federal O Ind2cendent .

17. 1S AN INDEX SYSTEM USED? (If yes, explain bnefly and - | 18. RECOMMENDED RETENTION

describe any hardware/software} Retain for three (3) years or until information becomes
O Yes : ¥ o outdated, then destroy. '
\ -.4;"@%@@35% " 20. TELEPHONE NUMBER 21. DATE
ichard A. Bradley . .
. . Fleet Coordinato 410-637-1361 April 4, 1994

OGS 550-4 (Rewised 1/93)
Figure 1




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
' P.O. BOX 275 - JESSUP, MARYLAND 20794 Page o _JO
QEPARTMENTIAGENCY . 2. DIVISION 3. UNIT
Department of Public Safety Division of Pretrlal Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally flied and used as a unit for referance as well as retention and disposition purposes.

4. RECORD SERIES TITLE

TRAINING

5. EARLIEST YEAR / LATETEST YEAR
1991 1o

Minutes From Training Meetings:

6. RECORD SERIES DESCRIPTION ( Brefly descrbe the lypes of information/documents/forms found in the Series. Include the purpose or function of the: Senes)

These documents transcribe the activities at quarterly training meetings.

7. RECORD SERIES FORMAT(S)

‘ Letter Size O Microfilm

O Legal Sze o Computer Tape
O Bound Book O Floppy Disk
O Audio Tape O Video Tape

O Other (Specify)

8. RECORD SERIES SEQUENCE 9. VOLUME
X% Fie Drawer(s)
O Alphabetical G Microfilm Ree! (s)
O Computer Tape (s)
O Numerical 0 Other (Specify) }
-1
X Chronological Number
o Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
o Other (Specify) O Microfilm Reel (s)
o Computer Tape(s)
O Other (Specify)
1
Nurer

11. FILE IS USED

a Datly o Weekly X Monthy

12. FILE BECOMES INACTIVE AFTER

3 O Month(s) % Year(s)
Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room)
Training Office
Jail Industries Bldg.

14. 1S RECORD SERIES DUPLICATED FLSEWHERE? (if yes, specify agency or office)

% ves Woodstock Academy MPCTC o No

15. ACCESS RESTRICTIONS (if yes, cite law(s) & reguiation(s)

O Yes Xz No

16. AUDIT REQUIREMENTS

EX None - O State . g Federal O Ingependent .

17. IS AN INDEX SYSTEM USED? (If yes, explain bnefly and
descnbe any hardware/software)

0 Yes : Xo No

18. RECOMMENDED RETENTION
Retain for three (3) years, then destroy.

Comminicati On/FI%t_CmrdinatQL

20. TELEPHONE NUMBER . 21. DATE

410-637-1361 ‘ April 4, 1994

DGS 550-4 {Rewised 1/93)

Figure 1




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
' P.O. BOX 275 - JESSUP, MARYLAND 20794 Page 1o Of Ie
‘EPARTMENTIAGENCY i 2. DIVISION 3. UNIT
Department of Public Safety Division of Pretrlal Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally flied and used a8 2 unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE . . 5. EARLIEST YEAR / LATETEST YEAR

TRAINING , 1991 10

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsfforms found in the Series. Include the purpose of function of the Seres)

General Correspondence
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,

studies, reports, directives, policies, and other materials related to the administration
of the agency.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
& File Drawer(s)
Letter Size o Microfilm QO Alphabetical . O Mcrofiim Reel (s)
o Computer Tape (s)
0 Legal See a Computer Tape - C Numerical 1 a Cther (Specify) :
O Bound Book o Floppy Disk ¥ Chronological Number
O Audio Tape O Video Tape o Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s} -
o Other (Specify) __ o Other (Specify) : O Microfilm Reel {s)
. 0 Computer Tape(s)
QO Other (Specify)
1
Nur ver
11. FILE iS USED 12. FILE BECOMES INACTIVE AFTER
o Daly K Weekly C Monthiy 1 o Month(s) & Year(s)
Number i
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED FLSEWHERE? (if yes, specify agency or office)

Training Office
Jail Industries Bldg.

O Yes . g No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regutation(s) 16. AUDIT REQUIREMENTS

o Yes ¥ No X None - O State . C Federal O Independent .

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and - | 18. RECOMMENDED RETENTION :
descrbe any hardware/software) Screen annual ly and destroy that materlal no longer

’ o Yes : B N needed for current business. 2wE77v.ES ATE, /;cf;,y///
' i /”f/é’rk’fif"fffé‘/fﬂ/' BECTEL)C JRRMSEG O TS SR E
e 29 52 NI
il M&M&MQ ' 20. TELEPHONE NUMBER 21. DATE
Richard A. Bradley am - .
ion/Fleet Coordinator 410-637-1361 April 4, 1994

DGS 5504 (Revised 1/93)

Figure 1




